[image: image5.jpg]B P
‘sooo.tor

a A a0 8 2



[image: image6.bmp]   
   



	HAROON RAFAQAT


                                        Home country address:
House # No. KK-486 Street # 15 Khanna Kak Kurri Road Rawalpindi
Email: haroon.rafaqat1994@gmail.com
Contact No: 03325672624
	Objective :



To seek a prospective and motivated place of work where I can utilize my skills / knowledge through highest level of commitment and honesty in order to achieve organizational objectives and personal growth, and also to achieve the targets assigned by the top management of the organization
	Educational Background:


	Certificate/Degree
	Year Completion
	Board/University

	MATRIC
	2011
	B.I.S.E Rwp

	I COM
	2018
	A.I.O.U

	


	Personal Data:


Father’s Name 
           Rafaqat Ali
Date of Birth                          10 March 1994
CNIC No                                37405-9333273-5
Religion


Islam
Marital Status

 
Married
Nationality                              Pakistani  
Domicile                                 Punjab (Rawalpindi)
	Other Certificate:


· COMPUTER Certificate
	Experiences:


· About Three years working experience as Office Assistant in   Rawalpindi Swedish Institute of Technology since 1st August 2015 to August 2018.

· About Two years working experience as Computer Operator in   Rawalpindi Swedish Institute of Technology since 1st September 2018 to November 2020.
· About Three years working experience as an Accountant/Cashier in Rawalpindi Swedish Institute of Technology since 1st December 2020 to 30th June 2024.
·  About 10 Months working experience as an Accountant in Acme College of Science & Commerce since 2nd September 2024 to till now.
· Having full command over using the database like fee collection, balance sheets, income & expenditure statements and total working under the accounts department. 
· Work Descriptions
· Profound working skills in maintaining the accounts like income and expenditure statements, bank related statements and any other accounts related materials.

· Having complete command over using computer-based programs like word, excel and any kind of data base. 
· Cash Handling.

· Maintaining records of petty cash & preparing cash payment vouchers.

· Manage all accounting transactions.
· Handle monthly, quarterly and annual closing.

· Reconcile accounts payable and receivable.

· Ensure timely bank payments.
· Ensure timely filing of paperwork and supporting documents in administration files.

· Keep administrative files update and ready for the audits.
· Prepare monthly reports and submit to Managing Director and Principal Officer for review and approval.
· Manage balance sheets and profit/loss statements.

· Transfer employee’s payroll into their accounts
· Maintain Credit & Debit report MS Excel.
· Data Entry
· Maintain Student Attendance Record.

· Parents Dealing.

· Telephonic Conversation.

· Examination and Registration process.
· Having complete command on scanners, printers, software and hardware

	Skills : 


· Strong written and oral communication skill.
· Organization and attention to detail analytical and problem 
Solving skills
· Time management & Systems analysis.
· Critical thinking.
· Clerical knowledge.
· Handle cash, credit, or check transactions with customers.
· Scan goods and collect payments.
· Count money in cash drawers at the beginning and end of shifts to ensure that amounts are correct and that there is adequate change.
· Resolve customer complaints, guide them, and provide relevant information.
· Working knowledge of office equipment.
	Personal Qualities: 


· Punctual and prompt in work habits

· Able to use own initiative to problem solve

· Ability to learn new skills quickly
	Languages: 


· English fluently (Read, Write and Speak)

· Urdu fluently (Read, Write and Speak)
· Punjabi fluently (Read, Write and Speak)  [image: image1.png]
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